ASCENSI ON FI RE PROTECTI ON DI STRI CT NO. 3
Cl VI L SERVI CE BOARD RULES

RULE |
MEETI NG OF THE BOARD:
SECTI ON 1: The board shall hold one regular meeting within
each quarterly period of the cal endar year, in
t he nont hs of January, April, July, and October.

The board shall hold such special neetings as may
be called by the chairperson or as provided in
Act 282 of 1964, hereinafter referred to as the
Civil Service Act (Revised Statute 33:2531 and
those that follow).

SECTI ON 2: Unl ess ot herwi se provided in the notice for such
meeti ngs, al meetings shall be held at
Prairieville Fire Departnment Station 30 |ocated
at 14517 Hwy 73, Prairieville, LA 70769.

SECTI ON 3: Notice of regular neetings shall be given by
posting such notice in the city hall or at the
building in which the neeting is to be held, not
| ess than five (5) days before the date fixed for
such neeting, unless otherw se provided by |aw.
Such notice shall state whether the neeting is
regul ar or special, and shall include the date,
time, place, and agenda of the neeting, provided
t hat upon approval of two-thirds of the nenmbers
present at a neeting of a public body, the public
body may take up a matter not on the agenda.

SECTI ON 4: Speci al neetings of the board will be held only
upon call of the chairperson, or in such absence
t he vi ce-chairperson, or as provided by the Civil
Service Act.

SECTI ON 5: Al'l board neetings shall be open to the public,
except when the board neets in executive session
as provided by Revised Statute 42:4.1, and those
statutes that follow

SECTI ON 6: Al'l board nenmbers nust be notified not |ess than
five (5)days preceding all regul ar board
meetings. Special neetings my be held upon
twenty- four hour notice, as provided by |aw.

SECTI ON 7: Two nenbers of the board nust be present to

constitute a quorum of the board. Concurring votes of
two nenbers are necessary for decision of
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all matters before the board.

RULE | |

SUBJECT MATTER OF MEETI NGS

SECTI ON 1:

SECTI ON 2:

At regular neetings of the board it shal
consider all old and new business which may be
br ought to its attention in the manner
her ei nafter provided.

At special neetings the board shall consider only
those itenms of business for which the neeting was
cal |l ed, except by agreenment of two-thirds of the
board nenmbers, other matters may be consi dered.

RULE 111

ORDER OF BUSI NESS:

SECTI ON 1:

SECTI ON 2:

At regul ar nmeetings the order of business shall
be as follows:

1. Readi ng of the m nutes

2. Speci al and general reports

3. Deci sions and orders on matters consi dered
at previous hearings and neeti ngs.

4. New busi ness.

At special neetings the order of business shall
be as follows:

1. Readi ng of m nutes

2. Deci sions and orders on matters considered
at previous hearings and neetings.

3. Hearing of matters previously fixed for the

speci al nmeeting.

RULE |V

EXECUTI VE SESSI ONS:

SECTI ON 1:

The board, if required, will neet in executive
session during regular or special neetings, by
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two-thirds vote of those present when consi dering
those matters which my be discussed under
provi sions of Revised Statute 42:6.1, (relative
to exceptions to open neetings). Any voting on
matters discussed in executive sessions will be
conducted only upon return to public neeting.

RULE V

APPLI CATI ON FOR APPEALS AND HEARI NGS:

SECTI ON 1:

SECTI ON 2:

SECTI ON 3:

Any person authorized to appeal to the board
under the provisions of the Civil Service Act may
apply for such an appeal by a witten notice
giving a clear and concise statenent of the
action conplained against, the basis of the
appeal, and the relief sought. Application for
appeals to the board under the provisions of
Section 2561 of the Civil Service Act shall be
made only by regul ar enpl oyees in the classified
service and shall belimted to matters invol ving
di scharge, corrective or disciplinary action and

the application shall so state. All ot her
requests for hearings shall set forth the section
of the Civil Service Act under which the
application is brought and shall contain a

statenment of the jurisdiction of the board. All
applications for appeals and other hearings nust
be signed by the applicant or his counsel, if
any, and nmust give the full nane and post office
address of the appellant and of his counsel.
Witten notice shall be filed wth the
chai rperson of the board or the board official so
desi gnated to receive such applications.

No appeal shall be effective unless the above
stated notice is filed within fifteen (15) days
foll owing the action conpl ai ned agai nst, or where
witten notice is given of an action to be
thereafter effective, within the fifteen (15)
days following the date on which such witten
notice is given.

The secretary of the board shall cause the date
of filing to be noted on each notice of appeal
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and shall file said appeal on the appeal s docket,
giving the said appeal an appropriate title.

RULE VI

PROCEDURE ON APPEALS: (Revised Statute 33:2561)

SECTI ON 1: Al'l  hearings on appeals shall be open to the
public.
SECTI ON 2: Parties shall have the right, but shall not be

required, to be represented by counsel. When any
party is represented by nore than one attorney,
only one attorney for any party shall Dbe
permtted to exanm ne the sane w tness.

SECTI ON 3: The rules of evidence as applied in civil trials
before the courts of this state need not be
strictly conplied with, but the board shall limt

evidence to matters having a reasonabl e rel evance
to the issues before the board. The burden of
proof, as to the facts, shall be on the
appointing authority except in those cases where
the enployee alleges discrinmnation based on
political or religious beliefs, sex, or race.

SECTI ON 4: Parties and witnesses shall be subject to cross-
exam nation as in civil trials. The board | ooks
with favor upon stipul ations of undi sputed facts.
The appointing authority shall be first to
present evidence and testinony foll owed by the
evi dence and testinony of the appellant. Board
menbers may ask questions of w tnesses.

SECTI ON 5: The board nmay, on request of any party or on its

own notion, place wi tnesses other than parties under the
rule of the board and thus exclude them from the
hearing room

SECTI ON 6: Any party desiring the i ssuance of a subpoena for
t he att endance of a wtness or t he

production of books or papers nust

apply for appropriate order, to the

board, in witing at |east eight (8)

days before the tine fixed for the

hearing. Such application shall state
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t he purpose of the subpoena and what
evi dence or testinmony is sought by the
i ssuance of the subpoena. A subpoena
service fee of $20.00 will be required
for any additional subpoena requested
after the first four (4).

SECTI ON 7: The written rules, regulations, and procedures
of the civil service board and the Civil Service
Act will be the basis of all hearings and
appeal s.

RULE VI |
DI SM SSAL OF APPEALS:

SECTI ON 1: | f the appellant fails to appear at the place and
time fixed for any hearing, his appeal may be
di sm ssed or the board may, in its discretion,
continue the case or proceed with the hearing and
render its decision upon such evidence as may be
adduced at the hearing.

RULE VI ||
TRANSCRI PTS OF HEARI NGS

SECTI ON 1: If any party to the hearing desires a permanent
transcript of the hearing, the party shall
furnish a court reporter for said purpose at
their own expense. \Were a court reporter 1is
furnished, the first copy of the original of the
transcript shall be filed with the board and
shal | beconme part of the permanent record of any
subsequent appeal. Where no court reporter is
furnished, the secretary of the board shal
mai ntain as conpl ete notes as is feasible and the

board will issue a witten finding of fact.
RULE | X
OTHER HEARI NGS:
SECTI ON 1: All  other hearings of +the board shall be

instituted and shall be conducted in accordance
with the above and foregoing rules and Civil
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Service Act in general

RULE X

APPLI CATI ON FOR ADM SSI ON TO TEST:

SECTI ON 1:

SECTI ON 2:

SECTI ON 3:

SECTI ON 4:

Test for entry upon pronotional and conpetitive
enpl oyment |ist shall be advertised for and
adm ni stered in accordance with Section 2552 of
the Civil Service Act. Test for entrance upon

conpetitive enploynment list may be given as the
needs of the service require as determ ned by the
civil service board. Test for entry upon
pronoti onal enploynment |ist may be given as the

needs of the service require and shall be given
at least one tinme during each successive period
of ei ghteen nonths.

Applications for adm ssion to tests on board

approved forms, will be received by those
i ndi vi dual s desi gnated by the board at
any time before final date for
recei ving appl i cations. Appr oved
applicants will be notified at | east
five (5) days in advance of the date
fixed for t he exam I ndi vi dual s

desi gnated to receive applications wll
forward such applications to the board
secretary and shall be kept as a
permanent record of the board in
accordance with Civil Service Act.

Pronoti onal and conpetitive enployment |ists
shal | be mai ntained by the board for
ei ghteen (18) nont hs.

Adm ssion to tests shall be governed by
provi sions of Section 2553 of the Civil Service
Act and the qualification requirements of the

classification plan. In the event of a
denonstrated need for an eligibility list, the
board may waive any requirenents in the

classification plan in order to establish a
qualified pool of applicants for testing. A
denonstrated need is established when an active
provi si onal appoi nt ment exi sts in t he
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classification to be tested and it is anticipated
t hat an adequate |ist cannot be established under
exi sting rules.

VWhen results of any exam nation are furnished to
the board by the State Exam ner, the chairperson
shall forthwith call the board for a special
nmeeting for approval thereof. Enploynment lists
shal | beconme effective upon approval of and by a
maj ority of the board and filing of the sanme by
the board with the State Exam ner.

RULE XI

DI STRI BUTI ON OF BOARD RULES:

SECTI ON 1:

SECTI ON 2:

One copy of the board rules shall be distributed
to each board nember, governing body one copy,
Fire Chief one copy, and fire station bulletin
boards one copy.

A copy of the board rules shall be given on

request to an appellant or his counsel prior to a
heari ng.

RULE XI |

LEAVES OF ABSENCE, HOLI DAYS, AND BOARD RULES:

SECTI ON 1:

Leaves of Absence

A. Leaves of absence are classified as

foll ows:

1. Leave of absence with pay

2. Leave of absence w thout pay

3. Absence without | eave and pay
Absence w thout |eave and pay (AWOL)
occurs when an enpl oyee does not receive
perm ssion to take time off and is in a
non- approved and non-pay status. Any
enpl oyee who i s absent without |eave and
pay shall be subject to disciplinary
action, up to and including term nation.

B. Sick | eave:
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Each enpl oyee of the classified service
shall be entitled to and given, with full
pay, sick | eave aggregati ng not | ess than
fifty-two (52) weeks during any cal endar
year for any sickness or injury or
I ncapacity not brought about by the
enpl oyee’s own negligence or cul pable
i ndi scretion. Any enpl oyee  of t he
classified service who draws such full
pay during sick | eave shall have such pay
decreased by the amunt of workman's
conpensation benefits actually received
by such enpl oyee. Cl assification of | eave
of absence for the aforenmentioned will be
"Leave of Absence Wth Pay."

Sick leave shall not be wused for
absences incurred because of attendance
to personal affairs. Any enpl oyee on sick
|l eave is required to diligently pursue
full recovery and any activity which is
contrary to this endeavor may be the
basis for disciplinary action which coul d
i nclude term nation. The Appointing
Aut hority is encouraged to establish
written policies necessary to nonitor
sick I eave and to prevent abuse of this
benefit, which may include but not
limted to the followi ng: notification
prior to duty when calling in sick,
situations when doctor’s excuses are
requi red, and enpl oyee conduct while on
sick | eave.

Sick leave is applicable to maternity
clainms. Maternity | eave commences when a
doctor certifies that the enpl oyee cannot
performall of the duties of her position
and light duty within her classification
is not avail abl e.

No cash paynent my be made for
accunul ated sick | eave.

Funeral Leave

An enpl oyee's inmmedi ate fam ly i s defined
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to consist of mother, father, sister,
br ot her, spouse, chil dren, grandchil dren,

nmot her-i n-1 aw, father-in-I aw, and
grandparents of the enpl oyee and hi s/ her
spouse.

2. Funeral leave in the event of an
i mmedi at e famly deat h shal | be

authorized wi thout |oss of pay or |eave
time not to exceed one (1) cal endar day.
I n extenuating circunstances endorsed by
the fire chief funeral |eave shall be
authorized wi thout |[oss of pay or |eave
time not to exceed two (2) cal endar days.
Time off required in excess of the above
may be made up from vacation

conpensatory time or |eave w thout pay.

3. Funeral leave is authorized for the
speci fic purpose of attending the funeral
of the deceased fam |y nenber.

4. The Appointing Authority is encouraged to
establish witten policies necessary to
nonitor funeral l|eave and to prevent
abuse of this benefit, which may incl ude
notification prior to duty.

Exam nati ons

Each enployee of the classified service
shall be granted "| eave of absence with pay"
to take any local nmunicipal fire and police
civil service exam nation.

Provi si onal enpl oyees shall be granted
"l eave of absence with pay" to take a
municipal fire and police civil service

exam nation only for the class to which they
are provisionally appointed.

Civil Leave

Absence because of jury duty is "leave of
absence with pay." An enployee shall be
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granted |eave of absence with pay when
perform ng jury duty, or when subpoenaed to
appear before a court, public body, or
conm ssion, on departnental business, or
when perfornm ng Emergency or civilian duty
in connection with national defense. The
district will pay the difference between pay
earned for the special duty and the
enpl oyee's regular pay fromthe district.

City, District Court or Civil Service Board
At t endance

Attendance in city or district court on
departnmental business is with pay provided
that the attendance is ordered by subpoena
or other court order. Any nonies received
fromsuch court attendance shall be deducted
from enployee's regular pay. Should any
enpl oyee of the classified service be
required to be in attendance in court on
departnmental business, on his/her off tinme,
such tinme shall be conpensated at his/her
normal rate of pay.

Each nmenber of the classified service nust
present to the chief of the departnent or
the person designated by him any such
notice to appear in court at least five (5)
days in advance of such court attendance.
Copy of such notice shall also be sent to
t he board.

Each depart nent al member of the civil
service board shall be granted |eave of
absence with pay for the duration of any
civil service board neeting which the
enpl oyee representative attends, or for any
time required to assist with civil service
exam nations, or other official business of
the civil service board.

Mlitary Leave with Pay

An enployee shall be authorized to take
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| eave without | oss of pay, time, or annua
| eave on all days during which they are
ordered to duty with troops or at field
exercises, or for instruction required by
menbership of the Officers’ Reserve Corps of
the Arnmy of the United States, the National
Guard of the United States, the Nava
Reserve Corps, the Marine Corps Reserve, the
Air Force Reserve, the Citizens Mlitary
Training Corps, or the Civil Ar Patrol,
either as officers or enlisted personnel
for a maximum of fifteen (15) days, as
provided by Louisiana Revised Statute
42:394. Each nmenber of the classified
service shall give such notice of ordered
duty at least thirty (30) days in advance to
the chief of the department if known by him
Should the enployee be called out on an
enmergency basis, he should contact his
supervi sor, the chief of the departnent, or
t he person designated by himto receive such
notice.

Mlitary Leave wi t hout Pay

Any nmenber of the classified service called
into the Arned Forces, wll be carried on
mlitary |l eave without pay until he returns
to duty. The enployee is required to notify
the chief of the departnment or the person
desi gnated by himto receive such notice and
this board when he receives such notice.

Any nmenber of the classified service who is
called into the Arned Forces will be all owed
to take whatever annual | eave to which he is
entitled.

Provi si onal enployees will not be granted a
mlitary |eave of absence. They shall be
required to resign or be dropped from
service.

Any nmenber of the classified service who is

a menber of the National Guard or in the
Reserves of the Arned Forces, upon being
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ordered to active duty, shall be given any
| eave due the enpl oyee in Section G USERRA
Uni f or med Servi ces Enpl oyment and
Reenpl oynment Right Act, protects the job
rights of individuals who voluntarily or
involuntarily | eave enploynent positions to
under take mlitary service or certain types
of service in the National Disaster Medical
System Should the enployee have used all
| eave to which he is entitled (in Section
G, he shall be granted mlitary |eave
wi t hout pay.

Personal Tinme O f

Each nenmber of the classified service my
apply to the chief of the departnent for
personal tinme off when such time off wll
not exceed two (2) days and no accunul at ed
annual | eave has been accrued. This |leave is
classified as "leave of absence wthout

pay. "

Any nmenber of the classified service taking
personal time off w thout applying for sane
shal | be considered as "absent wi thout | eave
or pay."

Annual Leave

1. Each full-time enpl oyee of the classified
service after having served one year,
shall be entitled to an annual vacati on.
Vacation hours and/or days earned are
determ ned by the length of service on
January 1 of each cal endar year as set
forth by the follow ng table:

Full-tinme Staff (40-Hour Enpl oyees)

Yrs. Service Hour s Ear ned
01 - 10 160
11 - 12 176
13 - 14 192
15 - 16 208
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17 - 18 224
19 - 20 240
21+ 264
Full-tinme 24-hour Shift
(56 Hour Enpl oyees)
Yrs. Service Hour s Ear ned
01 - 10 216
11 - 12 240
13 - 14 264
15 - 16 288
17 - 18 312
19 - 20 336
21+ 360
Full-tinme Fire Chief
Yrs. Service Days Earned
0 -5 20
5 - 10 25
10+ 30

Annual vacation to which a classified
enpl oyee shall be entitled shall not be
| ess than the equival ent of 18 cal endar
days per year for the first ten years.
Such |eave shall be increased the
equi val ent of one (1) cal endar day for
each year of service over ten (10) years,
up to a maximum vacation period
equi valent to thirty (30) cal endar days.
Al'l annual |eave shall be granted with
full pay. The vacation privileges herein
provided for shall not be forfeited by
any nmenber of the departnment for any
cause.

If an enployee who occupies a 24-hour
shift position is transferred to a 40-
hour position, or vice versa, t he
enpl oyee’ s | eave shall be governed by the
position to which he is transferred.
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2. Enpl oyees shall not be required to use
t heir annual | eave on days that they are
not schedul ed to work.

3. No cash paynent may be made in |ieu of
vacation until such tine as the enpl oyee
is separated from hi s/ her
enpl oynent .

4. The appointing authority has the right to
regulate the time at which any enpl oyee
is granted annual |eave as provided in
Revi sed Statute 33:2557.

Hol i days
40- hour enpl oyees:

Each “40-hour” enployee of the classified
service shall be granted |eave of absence
with pay on thirteen (13) holidays set forth
each year by the governing authority. |If
such enpl oyee is required to work on any of
t he holidays, the enployee will be paid an
addi ti onal conpensation of one (1) tinmes his
normal rate of pay. However, the governing
aut hority, at its option, may  grant
enpl oyees tinme off from work for which such
addi ti onal conpensation would be due and

payabl e.

56- hour enpl oyees:

Each “56-hour” enployee of the classified
service who works a 24- hour shift shall be
entitled to select | eave of absence with pay
for thirteen “holiday shifts” during the
cal endar year which may or may not coincide
with the actual holidays. After the enpl oyee
has been allowed to select thirteen shifts,
however, if an enployee of the classified
service is required to work on any of the
thirteen holidays declared by the governing
authority, he wll not be granted any
addi ti onal conpensati on. Al l ow ng the
enpl oyee to select thirteen shifts exceeds
any benefit that would have accrued under
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R.S. 33:1999.

“Hol iday Shifts” shall be approved by the
appoi nting authority.

Special Leave - Seniority

If an enployee has exhausted all annual
| eave, he/she may apply and be granted
special |leave without pay up to thirty (30)
days by the appointing authority when such
| eave woul d be in the departnmental interest.
Any special Ileave, with or wthout pay,
exceeding thirty (30) days nust first be
approved by the civil service board and if
approval IS grant ed t he board wi |
determ ne, at that tinme, if departnmenta
seniority is to be interrupted or continued.

Leave for Specialized Di saster Service
Vol unt eer

1. Any enployee who is a trained disaster
vol unteer of the Anmerican Red Cross may

b e
granted
| e av e

from his
regul ar
w o r Kk
assi gnmen
ts, Wi th
pay, and
without
| oss of
seniority
: annual
| eave,
s i ¢ Kk
| eave, or
ear ned
overti me
0] r
conpensat
ory tine
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accunmul at

i on, for
a n y
peri od
not to

exceed
fifteen
(15) work
days in
a n y
t wel ve

(1 2 )
mont h
period,
t (o]
participa
t e i n
specializ
e d
di saster
rel ief
services
f 0 r

di sasters
desi gnat e

d at
Level 111
or above
in t he
Ameri can
Red Cross
Regul ati o
ns and
Procedure
S.

Leave may be grant ed upon witten request
of the enployee to the appointing
authority whi ch shal | i nclude
certification of the enployee as a
trained American Red Cross disaster
vol unteer, the nature and | ocati on of the
di saster, anticipated duration of the
| eave, nature of services required,
certification by an official of the
American Red Cross that the enployee's
servi ces are needed, and the identity and
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title of the official of the Aneri can Red
Cross to whomthe enployee is to report.

N. Fam |y Medical Leave

Each full-time enployee of the classified
service after having served one (1) year,
shall be entitled up to twelve (12) weeks of

unpaid | eave,
wi thout credit
f 0 r

depart ment al
seniority when
appropriate
document ati on
is supplied to
t he Appointing
Aut hority for
t hose reasons
provi ded by

Public Law
103-3 (Famly
and Medi cal
Leave Act of
1993).

An enployee wll be required to first

exhaust any or all conpensatory tine and any
or all accumulated |eave tine before being
granted unpaid | eave without seniority.

O Adm nistrative Leave with pay

The appoi nti ng authority may gr ant
adm nistrative leave with pay for periods
not to exceed sixty (60) days when
ci rcunst ances devel op that woul d warrant the
renoval of an enployee from the departnment
wi t hout disadvantage in order for the
appoi nting aut hority to conduct an
i nvestigation concerning the conduct of the
enpl oyee or as may be otherw se required
under department policies and procedures.
Thi s period may not be extended beyond sixty
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(60) days except as mmy be provided under
R. S. 33:2186. At the end of the sixty (60)
day period, or of its |awful extension, or
at the conpletion of the investigation,
whi chever occurs first, adm nistrative | eave
shal | be term nated.

Adm ni strative Leave with pay - Fire Chief

The appointing authority shall grant the
Fire Chief adm nistrative | eave with pay for
up to fifteen (15) days per year. This | eave
must be pre-approved by the Fire Board of
Conmi ssi oners.

Expiration of Leave

Any enployee who fails to report for duty
upon the expiration of any authorized | eave
will be considered to be absent without
| eave and pay and shall be subject to
di sciplinary action, up to and including
term nation.
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